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ABSTRACT 

This handbook of information for career education ^ 
advisory committee members at Los Angeles City College reproduces the 
occupational education policy statement of the California Community 
Colleges, defines the relationship between career education and 
occupational education, lists the goals and objectives of Los Angeles 
City College, and outlines^the functions of career education advisory 
committees. These functions include: (1) serving as a communication r 
channel between college and community occupational. groups; (2) 
listing necessary skills and technical information for courses; (3) 
recommending instructors; (4) evaluating the program; (5) recruiting 
students, and placing graduates in jobs; (6) informing the college of 
changes in the labor market; (7) assessing program needs; (8)^ helping 
inform the community of available programs. A summary section' 
provides specific details of- committee organization and operation, 
and lists the functions of the committee chairman and secretary. > 
(Aurhor/NHM) 
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OCCUPATIONAL EDUCATION POLICY STATEMENT 



by CHANCELLOR'S OFFICE /CALI FORNIA COMMUNITY, COLLEGES 



Occupational Education, an essential need. for a 
large and growing number of California youths 
and adults, fills a basic and dynamic role in 
the state 's^nttwork of comprenensi ve Community 
Colleges. '^The policy cf^the Board of Governors 
is to give great attentiori to maintaining, 
strengthening, and ^'ulfilling the goals of Oc- 
cupational Education in 'Community Colleges. 

As a leading source of training and retraining 
for students throughout California, Community 
College Occupational Education is dedicated to 
fostering and maintaining e/cellence in career 
programs. Occupational Education is not only a 
matter of pride and oersonal goals, but also 
important to our state and national goals. 

Operating primarily with financing, administra- 
tion, and control under itcal governing boards 
and integrated with the Board of Governors and 
Chancellor's. Of fice> Occupational Education is 
'closely associated with business, industry, la- 
bor, public service, and the professions to sup- 
port manpower requirements of the American eco- 
nomic system. 

To help meet state and national needs. Occupa- 
tional Education in t^o CdJifcrnn CoTnunity 
Colleges has six funda.iiental goals: 

1. To prepare students for employnent in es- 
tablished and emerging occjDations and 
assist In placing them in jobs or in more 
advanced training programs. 

2. To counsel students in making occupational 
choices consistent with ability to achieve 
their aspirations and with job .markets. 

3. To assist those already employed to ac- 
quire more skills to naintain their level 
of employment, to advance, or uO change 
fields. 

4. To develop, consumer education and horemak- 
ing skills in al 1 areas. 

5. To seek out and develop those ide'is wh^ch 
lead to instruction in and development of 
skills and proficiencies :n new and emerg- 
ing occupational opportunities. 

6. To determine that counseling is current 
on. a continuing basis-as to the needs of 
occupational skills and opoortum ties. 

Parallel to these statewide goals are the com- 
mitments of Community Colleges to extend and 
improve their prograi^^s m Olc u^ationd! Education, 
with access to many stud-p*.3^xis possible seek- 
ing training. \ 



Occupational Ldijv-atior snju'd 'u- qt?:r-e'J to re-il- 
istic ODport jr;,ties jnd plcinned tf) S'jit Uiene^?ds, 



interests, abiliti^s_, and economic awareness of 
students. 

Programs should benefit those who have complet- 
ed or discontinued their formal education and 
need tr-aining to compete in the labor market, 
along with those .upgrading or learning new 
skills. Programs should provide for studetits 
with acudemic, socio-economic, or other dis- 
advantages and should also provide work exper- 
ience or on-the-job training. 

To Kelp realize these six basic goals\ the fol- 
lowing objectives are the responsibil ifj? of the 
Community College districts working in cooper- 
ation with the Chancellor's Office:* 

1. To assess needs and acquire financial 
resources for developing and expanding 
Occupational- Education in California 
Community Colleges. 

2: To evaluate Occupational Education in 
California Community Colleges in relation 
to state and national goals ^nd provide 
backgrpund on the roles of business, in- 
dustry, labor, and the American economic 
system. 

3. To set priorities in Occupational Educa- 
tion and improve articulation involving 
segments of secondary and higher educa- 
tion, including high school juniors and 
seniors enrolled in Community College 
courses. 

4. To use research, local and area planning, 
and evaluation to improve Occupational 
Education operations in Community Colleges 
and to gather and disseminata information 
on Occupational Education to insure max- 
imum use benefits from funds spent, 

5. Ip develop and improve consulting and .ad- 
ministrative support services to occupa- 
tional programs at local, state, and fed- 
eral levels. 

6. To widen the scope of occupational oro- 
grams serving the ^di sadvantaqed , handi- 
capped, and others not now being served. 

7. To increase the effectiveness of Occupa- 
tional Education by implementing work- 
experience and on-the-jolD training oppor- 
tunities, broadening the relevance of in- 
struction for students and employers. 

8. To identify needs and provide in-service 
educational opportunities for professional 
development of personnel in Occupational 

4 Education. 5 . 
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RELATIONSHIP BETWEEN CAREER EDUCATION 
AND OCCUPATIONAL EDUCATION 



^tentative definition of Career Education used 
by the California Career Education Task Force 
is: 

"Career Education is a comprehensive educational 
program focused on careers, which begins in ear- 
ly childhood and continues through the adult 
years. It provides for 4 broad aoproach to prep- 
aration for citizenship, career development, and 
for life in a world where leisure time is in- 
creasing. It involves all students and all ed- 
ucators. The empnasis is on individualized in- 
struction, articulated from grade level to grade 
level. Career Education permits each student to 
realistically assess personal attributes and as- 
pirations, explore occupational opportunities, 
.make a realistic occupational choice, and re- 
ceive the -necessary instruction to develop Sal- 
ab^z Sfectci for' entry into the world of work. 
The program goals as defined by Career Ed- 
ucation are: 

1. To make all educational subject matter 
more meaningful and relevant to the in- 
dividual througn restructuring and focus- 
ing it around a career development theme. 
' 2. -To provide all persons the guidance, 
counseling, and, instruction needed to 
develop* thei r self awareness, and self- 
direction; to expend their occupational 
awareness and* aspirations;- and to develop 
^appropriate atti tude%about the personal 
'and social significance of work. 

3. To assure the opportunity for all persons 
to .gain an entry-level, marketable skill 
prior to their leaving school. 

4. To prepare all persons completing second- 
ary school with the knowledge and skills 
necessary to pursue further education or 
to become employed. 



5. To provide services for placing every 
person in the next step in his develop- 
ment vhether it be employment or further 
education. 

TP 

6. To build into the educational system, 
greater utilization and coordination of 
all community resources. 

7. To increase the educational ^nd occupa- 
tional options available to all persons 
through a flexible, educational system 
which .facilitates entrance in re-entry 
either into the world of work or the ed- 
ucationaT system. " 

As stated above. Occupational Education is a 
major part of Career Education, bat -oi uiittj 
c»:e poAt 05 CaKCC^ Education. 

Occupational Education has a direct responsibil- 
ity for goals 3, 4, 5, and 7 above. Occupation- 
al Education also has a, secondary responsibility 
for assisting education in achieving goals 2 
and 6. 

As defined by the Career Education Task Force, 
the Comrr.unity College Occupational Education 
Program has the responsibility to achieve the 
fol lowing goals: 

1. Provide every student further intensive 
preparation in a selected occupational 
cluster, or in a specific occupation in 
preparation for job-entry and/or further 
education. 

2. Provide intensive iPareer guidance and 
counseling in preparation for employment 
and/br further education. 



i 
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GOALS AND OBJECTIVES OF LOS ANGELES CITY COLLEGE 



Los Angeles City College strives to realize these specific 
goals and objectives: 

1. Education for occupational competence: 

a. To provide career education 

b. To provide training opportunities to upgrade skills or employ- 

ment qualifications and opportuni t i es to^repare for 
employment in another occupation 

2. education for transfer to four-year colleges and universities 

a. To provide we 1 1 ~ rounded lower division education for those who 

desire to continue their coHegiate education beyond 
two years 

b. To provide p re-p rofess iona 1 curricula of one-ye'ar or two-year 

dura t i on 

3. General Education: to provide education designed to develop 
competence as an individu?il and as a citizen 

ouidance: to assist students to "find themselves". A basic function 
* of Los Angeles City College is i-ts program of guidance designed to 
^help every student- to discover his aptitudes, choose his life work, 
and prepare for the successful pursuit of such work. / 

5. Community Service: to cooperate with business, professional and 
community groups in planning and providing col lege- leve 1 instruction 
and cultural opportunities hejpful to all 

6, Education for Change: to assist students to acquire the ability to 
make frequent re-adaptations in a dynamic changing society 

ADVISORY COMMITTEES AND THEIR FUNCTIONS 

Preparation for entry fnto our career world of work has called for 
coop(?rative planning by industry and education. The nature of occupa- 
tional change requires that educators, and particularly those who are 
charged with decisi^on making be kept informed of the current and antici- 
pated skill needs of industry. Since the community college is desH-gned 
to meet so nnany needs, it has been found that no single type of advisory 
committee can adequately serve to advise for all needs. There are, 
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therefore, several types of advisory committees - each one 
designed to serve the college in a particular way. Presently, 
we are concerned with only one type: 

Career advi sor/ committees (conceited with specific 
industry or occupat i on a reas ) 

Leaders in governnxint, jusiness, industry, and education are 
looking to laymen and specialists for counsel in determining courses 
of action. The President of the United States has a cabinet and many 
special advisors to assist him to do the job of the chief executive; 
business and industry leaders have assistants and cons ul tants who 
• advise cind guide them as policies, and procedures are formulated; 
and school administrators have staffs of specialists who assist them 
in t^e aimTnist rat ion of complex educational prqgrams. 

It has long been the contention of career educators that programs 
which provide for the v;idening spectrum of occupations should be 
organized and conducted wi th the advice and counsel of representative 
committees. There has never been a time, in history when this need 
for guidance by educators was more pronounced; the pace of^ change is 
outstripping the capacity of the colleges to respond unless two-way 
communications between educators and other interests in the form of 
advisory committees are actively engaged in program planning. 

Definition of Acjvisory Committees 

e\ community college occupational education advisor^ committee 
may be defined as -a group of persons selected from the community to 
advise educators regarding occupational education programs. The 
advisory committee is usually formally organized, and is appointed 
by proper authority for a definite term. Income situations an i 
informal or "ad hoc" committee is used* by educators for special 
purposes . 

Tv/o cha racte ri s tics distinguish advisory commi ttees from 
committees in general: (l) they do not possess formal authority, 
and (2) numbers serve voluntarily without pay.' 



The Occupational Advisory Committee 

Broadly stated, the function of the career advisory committee 
is to advise the community college department chairmen regardhng 
instructional programs in 'specific careers.* This commi ttee\should 
be concerjied with the particular occupational education area which 
it reprpf^ents as it relates t^he overall educational program. 
"Some specific functions are that it: 

1. Serves as a communication channel between college and 
community occupational groups. 

♦ 

2.. Lists the specific skills and suggests related and technical 
information of the course. 



5. 
6. 
7. 
8. 



Recommends competent personnel from business andindustry 
as potential instructors. 

Helps evaluate the program of instruction. 

Assists in recruiting, providing internships, and in placing 
qualified graduates i n 'app rop ri ate jobs. 

Keeps the college informed on changes in labor market, 
specific needs, and surpl uses , -etc. 

Provides means for the college to inform the community of 
career programs. 

Assesses program needs in terms of the entire community. 



Depending upon the particular career education program, this , 
adi/isory committee might meet annually or semi-annually, Most 
cofllege department chairmen soon learn that individual members may 
b^^ consulted, day or evening, independent of formal meetings, 
stjiould a problem arise. 



Other Advisory Committees: 



Other committees have served the college Ln advisory capacities 
over the years to assist department chairmen and Tnstructors in 
plannsing, organizing, and conducting the educational program. Such 
groups have had a variety of names, but the title is less important 
than the purpose. Whether they were called boards, commissions, 
councils, or commi ttees , their function was to serve in an advisory 
capacity. The term "advisory committee*' is more widely a.ccepted 
since it^'implies advising, investigating, and feeding back inform- 
ation. 
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DESCRIPTION OF VARIOUS FUNCTIONS OF'ADVISORY COMMITTEE 



Utilizing Advisory Committee Expertise 

The degree of expertise possessed by each member, as perceived . 
by his superior and the college representative, is often an Influt 
encing factor in the invitation he receives to serve on the advjsory 
committee. The extent of his contribution to the educational program 
may rest upon the knowledge he has of his area of specialization. 
This knowledge, coupled with a general understanding of the field of 
education, should be standard equipment for advisory committee meni)ers 
and should be brought irjto play by^ the college at ^very opportunity. 
In times of need, the college has at its disposal a rich source of . 
information for its specialized career areas. 

Some of the ways in which .colleges can utilize the guidance and 
direction of the advisory co^nmi ttee experts are: 

Equipping and furnishing instructional faciHties: New programs 
in occupational education gene ral ly i nvol ve equipment, most of which 
is costly. The expertise of industi'y representatives to'advise and 
counsel the administration and/staff when new equipment" i s being con- 
templated is a "must". Vihi le 'frequently there are available used 
pieces of equipment in the community that are sometimes donated to 
the community college for the progra.j, it Is also "good business" 
to talk over the plans for purchasing new equipment with those-^-who 
are fami 1 i an wi th^ the i r, pe rformance in industry. The advisory com~ 
mittee should also help'to establish standards for equipment, facil- 
ities, and instructional materials for the occupational education 
programs. 

Reviewing and recommending changes in curriculum: All community 
college ca^reer education programs ,^ new and old, should hei reviewed 
at least once each year J)y/rfTie advisory committee. •Probably no one 
in the' community would be more aware of new technical developments 
which^ require change^ in the curriculum than, members of related 
advisory committees. The scope and sequence of courses should also 
be subjected to the scrutiny of the advisory committee periodically. 

Obtaining public support for fi*nancing the community college: 
Advisory committees often support bond elections, or state legis- 
lation affecting occupational education funding. The organizations 
which the members represent usually have a favorable attitude toward 
occupational education programs, and they are in a position to per- 
suade other industrial organizations, service clubs, and civic'groups 
to support favorable legislation. General ajlvisory committees at the 
state or nationol level frequently initiate the request for the 
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support of •legiSLlation, but they depend., upon Wmbers of general 
and occupational advisory ccmmi t tees to enlist popular support 
at the loca I level . 

(» 

^ . ' *^ 

Ra I s I ng schol arsh i ps : Advisory commi ttees often raise 

scholarships to provide incentives and response to financial needs 

of students. Industry is usually very willing to provide a scholar- 

ship^as tangible evidence that it is supporting the cpmmunity college 

program. The community college administration need, only agree that 

such scholarships are -des i rable, set up a procedure for selecting 

the recipients and notify each advisory committee that scholarships 

are needed. A personal vi^it to industry by the college program 

director may be necessary to finalize arran-gements by the donor. 

Donations by industry: -One of the most important and direct 
ways that industry can help the college is by financial and material 
assistance. Community col lege' career programs in all parts of the 
nationcan point to valuable equipment and instructional supplies 
and materials that were dpna|ed to them by local industry. 

Field trips to industry: The wide assortment of field trips 
by students and instructors that can be arranged in a^community with 
the help of the advisory committees is limited only by available time. 
In a r.eal is tic way, instruction can thus be related to the particular 
needs of industry. Such trips are educational and highly effective 
in providing an opportunity to observe the environment nn which the^ 
graduate will work. 

Speakers for classes and meetings: From the ranks of advisory 
corr,ni f tees have corpe some inspiring and stimulating speakers for 
various classes and meetings, for both students and faculty. By 
and large, these are the men of industry's "firing line". They are 
valuable resource speakers because tfjey are familiar with the prob- 
lems of education as well as the problems and opportunities of 
industry. And not only can they serve as speakers, but they can 
suggest others from industry who can serve the college as speakers. 
The pol i ce^chief , for example, may Ije a ipember of the Law Enforce- 
(pent Advisory Committee, but he influences a number of persons such 
as finger print experts, laboratory technicians, detectives, patrol- 
men, and others viho haye much to offer as class speakers. 
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Liaist)nwith labor and management-: The joint • apprenticeshi p 
^^^^ committees have provided two-way communi catioru between labor and' 
nj^nagement on the one hand and •the^communi ty colleges on the other. 
The coMeges provide related instruct iq^r which supp]eme^^s on-the- 
job training experiences for apprenti ces . This has paved the way 
for job entry by those who complete the program.' The relationship' 
has done much to eliminate conf us i on whi ch is likely^tt) arise when 
..a portion of the educational program is taken over. by agencie^ other 
than the commun-ity college. 




Recruiting faculty: Care^sr education prognams in t|:»^ communi ty . V 

colleges would be difficult to s ta f f wr th'out theNh^lp ojf advisory 
commi ttees . S uch commft tees us ua 1. ly ass i s tr in i dent i fy i ng app ro- • 
priate qualifications and determining the competencies of instructors. 
Qualified persons may be suggested to the college as prospective 
instructors by the advisory committee* 

Selecting and placing students: Advisory committee members can 
assist the community col lege by recommending standards for student 
selection from feeder' high schools. Printed materials ,about career 
education programs and p respective jobs can be^ made available to 
h i gh school counse lo rs . Advisory commi t tee membe rs may a Iso pa rti ci - 
pate at high school career day activities where accurate occupational 
information may be distributed. 

Affiliated as they are.with industry, and education, advisory 
committees frequently find placement opportunities for studervts on a 
permanent basis or for suminer and part-time emplx)yment. ^ 

Public information: The public understanding of the career - 
education programs in the community college hinges upon the flow of 
positive information emanating from the college. The advisory com- 
mittee serves as a link with the community by interpreting the instruc- 
tional program to both industry and the community: l^lembers of the " 
advisory committees can do the following: 

1. Arrange visits to industry for instructors, counselors, 

admi ni St rators and ,s tudents\ • 

« 

2. Participate in "career-day" an'd "open-house" activities at 

col lege. ^ — ^ 

3. Servfe as^ speakers for college functions. 
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In addition to considering the personal attributes of the 
individual members, every effort is ma'de to have truly represen- 
tative committees. These committees are selected from a cross * 
section of organization in the community, and from several geo- 
graphical areas in an attempt to achieve balance. 

/^dvisory Committee Operations 

i 

Los Angeles City College has its own unique problems to meet. 
* Therefore, the advisory committees may operate somewhat differently 
than advisory committees at other colleges. The following general-, 
izations are made regarding the college career education advisory 
committees and their methods of procedure. 

Duties of the Chai rperson 

The chief duty of the chairperson of the committee is to preside 

at all meetings of the committee. He 'will be expected to work closely 

with- the college program coordinators at all times andn^/Tl 1 be con- 
sulted when the agenda for the meeting is prepared*- It is usually 

the responsibility of the chai rperson to appoint subcommittees and 
to represent the advisory committee when^ appropri'^ate. 

Wh6 Represents the College 

The most logical individual to assume the task of Vepre^^enting 
the college at the advisory committee meetings is the career depart- 
ment chairman. As'the college career programs expand and meetings 
Increase, it becomes physicaPy impossible foo one person to represent 
the college at all meetings. 

Therefore, th& representative most knowledgable in the special 
area will be appointed to speak for the college. In addition, the ^ 
Instructors of the particular field under dis cuss 1 on wi 1 1 work with 
the commi^ttee and assist at the meetings. 

Duties of the College Representative 

The college representative will serve as secretary, or general 
consultant of th,e advisory committee, or a combination of these. It 
Is important to note that in any event, he is considered an ex-officio. 
• member T>f the committee. He is present to seek advice, not to give it. 
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Some of his duties will include r^^ading and keeping minutes, 
notifying members of tiijie and place of meeting, arranging for meeting 
rooms at the college, providing statistical or descriptive informafion 
concerning the college, and preparing reports of progress. The college 
will assume the tasks of providing all clerical assistance needed in the 
work of the committee, including minutes, reports, recommendations, and 
spec! a 1 not i ces . 

One of the chief duties of the college representative is the 
preparation of the agenda for each meeting. It is his responsibility 
to state the problems involved in the occupational, education programs 
and to present them to the advisory committee for discussion and recom- 
nendations. It is important that members of the committee be consulted 
in order to discover what the laymen believe to be weaknesses in the 
program and to get new, original ideas for improvement;? and addi^ons. 

It has been said that achievements of advisory committe^es are in " 
direct relatioh to demands made on them by schools and ccJlleges. it 
behooves the college representative to obtain the maximum benefits from 
these specialists through active participation at mee'tings. 

Lines of Communicatio n 

Copies of minutes and recommendations are sent to all individuals 
and agencies involved. This includes the Dean and the Assistant Deans 
of Instruction, and the organizations represented by the committ'ee 
members. Thus the thinking of the advisory committee is made available 
to all interested persons, and the college authorities may use the 
suggestions as they choose. ^ • * 

Number of Members 

The number of members on an advisor/ committee vai^ies with the 
nat'^ure of the program served. This group should not be so large that 
It becomes cumbersome to deal with. It should lend itself to informal, 
constructive discussion. Normally eight to twelve members tend to make 
a viable group. 

Term of Membership 

/ Members are appointed to definite terms of office serving from 
ond to three years. Provisions are made for staggered replacement so 
that there will always ba experienced members serving. When a term^ 
has expired, a new committee member will be appointed upon th.e recom- 
mendation of the department chairman to-.the President through the * 
Office of Instruction. 
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The Office of Instruction wi 11 keep an up-to-date list of the 
committee members, wfth the President sending letters of apprecia- 
tion for services rendered. Members may be reappointed for a new 
term at the request of the coHege representative, 

Numbej of Meetings 

With an ever-expanding campus and progranfe to match, it has been 
difficult to standardize the number of meetings that each advisory 
committee should hold during the course of a year. The practice of 
calling meetings whenever there is important business to be conducted 
will be continued. Calling the committee together for meetings to 
discuss matters that 'might have been resolved by mail will be avoided 
by the college in Reference to the already heavy demands of the jobs 
of most committee members. 

Generally speaking, established committees should meet at least 
two or three times a year; new committees will probably meet much more 
frequently to establish their needs. 

DUTIES S FUNCTION OF COMMITTEE CHAIRPERSON & SECRETARY 

The Committee Chairperson- 

<) 

The principal duty of the chairperson is to preside at all meetings 
of the committee. The chai^rperson may be eithfeV a layman or a represen- 
tative of the community college as examples of both can be found on 
campuses with Mttle or no difference in the effectiveness of the com- 
-mittees. Since the educational representative will be receiving the 
advice, he shoul d* ass ume a leadership role for a portion of each advis- 
ory, committee meeting. 

If the chairperson is a representative from industry, he should 
plan the meeting agenda together with the colle^ge re-ptreseqt at i ve. 
Having decided on time and place of the meeting, notices should be sent 
•fy the college on official stationery and the' agenda announced. ' 

The chairperson should assume the role of conference leader in the 
interest of minimizing the formality of committee meetings. Formal 
parliamentary procedure tends to stifle the interest and a^fctiyity of 
the group, whereas the conference type of meeting promotes the widest 
part i cFpat ion of each member. Aside from being a working committee, 
the meetings should be pleasant and sociable experiences fqr all 
members. c 
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The Committee Secretary 



The secretary is also an important member of the advisory 
committee and should have a close working relationship with the 
members of the committee. His most important, attributes include: 

1. An understanding of the program and a sense of the relative 
importance of issues and objeqt^i ves . 

2. An ability to explain the program to others. 

3. A sensitivity to the viewpoints of others. * 

An ability to organize detailed material into a meaningful 
whgle. 

5. A facility for writing. 

6. An ability to motivate appropriate college administrators or 
faculty members to prepare necessary background materials. 

7. Imaginativeness and alertness for suggesting ways of making 
\ the work of the committee and its rifembers most effective. 

5. A wi 1 1 ingness *to do their utmost to make the committee a success. 

Ihe secretary is sometimes elected by the committed from its 
membership. On occasion a repre\entative"of the institution is asked 
to serve as sechetar/ to the committee since there is usually a great 
deal of routine^ time-consuming work, to be done by the secretary, 
•lost members of the .commi ttee woul d not be able to devote the necessary 
time to do the job. 

An important function of the secretary is the preparation and 
mailing of announcements > minutes, and other information to committee 
members, college administrators, and others who must be kept informed 
of committee dCtivities. Normally the-department chairperson will 
assume the responsibility for announcing meetings and developing and 
disseminating minutes. The importance of accurate and neatly prepared 
reports and letters should not be minimized. The timeliness of announce 
ments ai^d feed-back following meetings is even more important. 
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POLICY ON ADVISORY. COMMITTEES 



Procedure fpr approving and updating advisory committee 
membership: ' 

1. iiach department chairman shall be responsible for meeting with 
his respective advisory committee on a regular basis throughout 
each school year. Normally, two to three meetings per year 
should be adequate for an on-going program, but more frequent ' 
meetings may be necessary for a program under development or 

re vis ion . 

2. The chairman shall advise his respective Assistant Dean Of 
Instruction of time, place, and agenda for all meetings, and 
shall also send both parties a copy of the minutes within two 
weeks succeeding a meeting. Copies should also be distributed 
to -all members of the committee as a matter of record. 

3. The department chairman shall keep the Assistant Dean of Instruc- 
tion advised of any changes in membership of any approved 

comini ttee . 

The Dean of Instruction's secretary wi 1 1 s^end an appropriate 
letter to new appointees, welcoming them to the committee on 
behalf of the institution, or w1 1 1 send a letter of appreci ation 
for services rendered to people leaving the committee. Both 
letters will be personally signed by the President. 'Individuals 
receiving a letter of appreciation for services rendered will 
also< receive a certificate of appreciation from the President's 
office. The department chairman will receive a copy of all 
correspondence. > \ ^ ^ - — -^-^ 

5.. Length of service to an advisory committee should be for a stipu- 
lated period of time. This will 'allow a prospective committee 
member to commit himself for a specific period of time. 

Tenure of service should be for three years with one-thi rd of the 
group retiring each year. This will provide continuity in th6 composi- 
tion of the commr ttee, and will also a1 lew for a 1 i mi ted number cf 
changes each year^ ^ 
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On occasion,, it may be desirable to retain an advisQry 
committee member for longer than the stipulated term. This 
is acceptable as long as it is agreed that his continued 
membership is in the best interests of the program and the 
institution. The Assistant Dean of Instruction should be 
advised of any intent to extend a niember^s length of service. 

6. Individuals may be added to the committee at any time. Their 
names should be submitted to the Assistant Dean of Instruction 
with*, proper identification as to the i ntended Jength of service 
on the committee. 

7. On occasion, members of the committee may ask to be relieved of 
their responsibilities due to job transfer, ill health, or any 
number of other reasons. In any case, please advise the Assist- 
ant Dean of Instruction of this change so that the records will 
be kept up-to-date and "^the President can thank these individuals 
for their services. * ^! • - 

8. In addition to regular approved .advisory committees, it may be 
necessary to establish an "ad hoc" advisory commi ttee to assist 
in the development of a new program, Of just to discuss a partic 
ular idea. Ad hoc committees sKould be identified to the res- 
pective Assistant Dean of Instruction with corresponding notices 
on meetings and minutes, of same. No formal action will be taken 
until the Assistant Dean of InstructiQn is requested to submit 
the names to the President via the Dean of Instruction. ; 
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